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Important to Note: Education forms are updated annuallyuty. Visit the IREC website

forms page to obtain the most current version. All forms can be filled in online and printe
submission to IREC. Providers are encouraged to direct students to the IREC website tg

their own application forms instdaf providing the forms for the students.
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SECTION 1: IMPORTANT PUBLICATIONS

Part 1.11daho Real Estate License Law and Rul&be ldaho Real Estate

License Law and Rules Booklet contains the full Idaho License Law and

/' Education &

Policy

any questions about your provider duties.

3 I_Iidcit:;e Rules which all real estate licensees, providers, and instructors are required
3 Lawand complywith. The License Law and Rules Booklet is available in an
T  Rules electronic fornat on the IREC website and can also be purchased
E hardcopy through the Idaho Real Estate Commission.
Part 1.2:Education & Certification Policy The Education & Certification
Policy contains the segments of the license law and rules pertaining to real

/| estateeducation Additional poliy adopted by the Commission are included.
certification /| TheEducation & Certification Policys available on the IREC website. We
encourage you to refer to it eft and contact the Commission if you have

Important to Note: Theldaho Real Estate License Law Booldatl theEducation &

Certification Policyare updated annually in July. Providers are expected to obtain the m
current copies of these documents. It is your responsibility to know the law and conduct Jour
business in accordance with the license law, rules, and policies.

t

Part 1.3: Definitions Idaho Code 542004 offers the following definitions:

(1) "Accredited college or university" means an institution accredited

§ Ll_daho the regional accrediting associations, as reported in the most current
- Lal\;ez:rslg publication of the accredited institutions of postsecondary education.
= Rules @QnBusi ness @ofnidcuec tOpaenrdat i ons o ¢

component of the advanced real estate course that is required in ordé
obtain a brokerods |l icense and t
operations of the brokerage, including recordkeeping, trust account
procedures and the laws governing those practices.

(149 ACommi ssiono means the |1 dah
context clearly indicates a different meaning.
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Lawand

Rules

(15) "Commission core course" means the annual course covering the
twelve (12) month period between July 1 and June 30, which contains
curriculum identified by the commission that stresses that year's trends
real estate practices and changes in laws irestate related industries. A
core course must contain no more than four (4) classroom hours of
instruction.

(16) "Continuing education elective course" means a real estate course
offering, other than the commission core course, for which continuing
edua@tion credit hours may be obtained as provided in secti2033,
Idaho Code.

(19) "Council" means the lIdaho real estate education council.

(22) "Distance learning course" means, in relation to a real estate cours
offering, a real estate course thatl&ivered, not as a live course, but
through a medium in which the instructor and student are separated by
both distance and time.

(31) "Live presentation” means, in reference to a real estate course

offering, a real estate course that is personally pteddsy the instructor
and personally attended by the student at the same facility, or, if separg
by distance, the instructor and student are connected by contemporane
two-way audio and visual communication.

Courses taught byerfie@maer(alcMG)vee ol
videoo are |ive courses.

in

e

ited
ous,

ri dieoo o

! Education &
Certification
Policy

Idaho
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Lawand

Rules

Remote delivery is live education that is presented by an instructor and
attended by students through tway audio and visual connection via a
virtual classroom platform.

Courses taught through IVC and remote delivery must meet all Commissig
standards established for live courses. Courses taught through IVC must 1
the Minimum Standards for Interactive Video Conferencing and Remote
Delivery Though a Virtual Classroom.

(36) "Post license course" means a commissipproved or certified
elective course that is specifically oriented toward salespersons in theif
two (2) years of Idaho practice. The course must contain nothmeme
twelve (12) classroom hours of instruction.

@48ASuccessfully Completedd means g
offering, completing all required course hours and, except where the
licensee seeks continuing education credit for having regutdpded the
live presentation of a course, passingpamissionapproved final
examination.

—



Instructori the individual who teaches the course material to students.

Provider (school) the certified entity who offers or hosts education cou
sessions for prelicense or continuing education purpose and is respons
for the administrative tasks related to offering the course.

Provider Directori the individual appointed by the provider oversee the
provider 6s operation. As such, ¢
responsibility on behalf of the provider to ensure the education is condy
according to the real estate commission standards.

Coursedevelopeii the individual or entity whdevelops course materials
for dissemination

Moderaor i an appointed representative of the certified provider who h
/>~ received a certificate of completion for attending the commission appro
/' Education & training and who manages classroom activities forrémaote location
Certification . . . . .
policy when a course is presented by interactive video conferencing ¢ivVC)

remote delivery

Homeworki a set of tasks assigned to all students in a class by their
instructor. This work is to be completed outside of the classroom and s
consst of tasks designed to prepare the students for the following lessg

Makeup worki a set of tasks assigned to an individual prelicense studg
by that instructor to replace a portion of the class time the individual
student did not attend due to absence

SECTION 2: THE EDUCATION COUNCIL

Part 2.1: Education Council Establishménithe Education Council is@&memberadvisory

group that assists the Commission with education mattets as recommending education
policy, proceduresand guidelines, as well as course content quality for education approved by
the Commission Idaho Code 52008 explains how the Idaho Real Estate Education Council is
formed and the duties of the EducatiCouncil members

Part 2.2: Council Appointment, Qualifications, and Tefnidaho Code 542009 explains how
Education Council members are appointed, the qualifications an individual is required to meet,
and the term of service for an Education Coun@hrber.The makeup of the Education Council
allows for representation for gleographi@rea of the state

Part 2.3: Bylaws The Education Council is required to establish and abide by bylaws, which are
found in theEducation & Certification Policy The current bylaws can be found in the
Education & Certification Policy

Part 2.4: Education Council AuditsOne of the main functions of the Education Council is to
oversee Idaho real estate education programs and establish standards for education.

—



In fulfillment of this duty, IREC may asknaEducation Council cd€ommission representative to
audit a live or online course. Thank you in advance for receiving this person into your
classroom. The representative will audit the class andda@awritten evaluatiorto the
Commission The Commission will send you and the instructor a letter and a copy of the Audit
after it has been veewed by the Education Council as part of their regularly scheduled meeting.

A sample of a course offeringudited at the point of delivery by a
Commission representative shall reflect:

a. Comprehensive and current real estate knowledge as a basis fo
estate practice at the aplpwlj ¢

/" Education & b. Pre-course preparation and effective teaching methdgsch
ey coursemust provide well organized «p-date course outlines and

reference materials.

Course outlines must include current materials and policies as provideg
the Commission.

The Commission may also usdephone and written surveyo gather information on a caer
provider or instructor.

Education &

Certification educational benefits to students.

Policy

r - Telephone surveys and follayp surveys should provide evidence

SECTION 3: EDUCATION CERTIFICATION

Part 3.1:Purpose ofertificationi The Education Council is tasked with overseeing education

in Idaho and does this through certification of providers, courses, and instrictrs.u c at i on i
a necessary and reasonable way to protect citizens, businesses, and pubtic intenres 34d a h o 0 ,
2024 1daho Code.

Part 3.2 Courses|nstructors, and ProvideMustBe CertifiedT Idaho Code 52025 outlines
the requirement thatll course providers, instructors for r@f courses, and course content be
certifiedby the Commissioto count for prelicense or continuing education credit

Continuing education cedit will not be awarded to licensees for courses

not certified or accepted by the Commission in accordance with ldaho
- license law. A current list of courses eligible for CE credit is available g
Education & . . .
Certification the Commission website.
Policy

No course, instructor, oprovider will be certified retroactively.




Important to Note: Courses offered for CE credit in Idaho must be offered through a cer
providerusing an approved delivery method

SECTION 4: PROVIDER REQUIREMENTS

Part 41: Certification ofProviders’ For allnon-degree granting institutionthereis a
certification process thatust be followed.ldaho Code 52026(2) outlines the requirements to
become a certified provider. These requirements include

(a) File an application for cefitation in the form and manner required by
thecommission, along with proper fees, at least two (2) months prior to
contemplated date of opening or first accredited course offering;

(b) Designate a "director” or "individual in charge," who shall be respons
for the course provider's operation and its real estate courses, and with
thecommission may communicate. Unless this requirement is waived ug
special review of theommission in the manner stated below, the individus
in charge shall:

(i) Not have had a real estate or other professional or occupational li
suspended or revoked for disciplinary reasons or have been refused
renewal of a license issued by the statklaho or any other state or
jurisdiction;

Idaho
License
Lawand

Rules

(i) Not have been convicted, issued any fine, placed on probation,
received a withheld judgment, or completed any sentence of confine
for or on account of any felony or a misdemeanor involving fraud,
misrepreentation, or dishonest or dishonorable dealing in a court of
proper jurisdiction; and

(i) Have attended a commissi@pproved provider training within th
two (2) years immediately preceding the designation.

(c) File a properly executed "Irrevocable Consent to Service of Process”
the manner and form prescribed by tdoenxmission and in substantial
accordance with section 2012(1)(k), Idaho Code. Themmmission, in its
discretion, may make such additional invgation and inquiry relative to the
applicant for provider certification as it deems advisable and, if good cau
exists, may deny or accept the application for certification.

Therequirement to complete the provider training also applies when a 1
r i~ director is appointed for an existing certified provider.

! Education &

Certification If the Idaho Real Estate Commission receives notification that there

Policy

director in place for a certified provider, or ieturned correspondence
received, the provider certification will be placed on administrative hold ¢
such time as the issue has been resolved to the satisfaction of the Comn

—



Important to Note: The director named in your provider application is responsible for all
activities of your school and must meet the qualificatimted in Idaho Code 52026(2)b).
All official communications pertaining to your school will be made through the namexdadlirg

Part 4.2: Provider FeésThe License Law establishes the fees for initial provider certification
and renewal. The initial provider certification application fee is set at $75.00 and the annual
renewal fee is set at $50.00 perZR0(8)(a), Idaho Code.

Part 4.3: Provider Applationi After the provider director has attended the required training,
they must submit a completed Provider Certification Application Form (&g and required
documentation to the Commission for consideration. Incomplete applications will bedetoirn
sender without processing.

' Education & refundable.

Certification
Policy

r T >~ Fees paidn connection with all certification applications are ron

Upon approval of the provider application, the provider director will receive notification from

the Commission that the provider application has been approved. The initial certification period
will begin upon approval and extend to the next June 30,dlegarof how many months remain
from their initial provider certification period until the expiration date. The application fee is not
prorated, even if the application is submitted less than 30 days prior to June 30. Consider the
timing of your applicatn submission carefully.

Part 44: Reqistering tdJse the IREGnline Service$ Once a provider application has been

approved, the provider director will be ablebtgin usinghe Online Services TheOnline

Servicesare usedo add course schedulés,maintain course schedulesstdbmit course

completion lists,antbomanage your school &ds company i nfor mes

Part 4.5 AnnualRenewal of Your Provider CertificatiorProvider certifications are handled

online through the IREC Online Services and can be completed as early as May 15 of each year,
provided the director has attended a Commission approved provider training within the previous
two years.

ProviderTraining for Provider Directosessions are handled vemote deliveryseveral times a
year and annually in conjunction with the Instrudavelopment Workshop. The current
schedule of provider training sessions can be found oiREBE website.

! Education &

Certification Workshop at least once in eacly@ar period.

Policy

r c— Providers ae strongly encouraged to attend the Instructor Developmen

—



RenewalReminder Post Cardsi Providercertificationreminderpost cards are sent out in the
spring before the annual Jund"3xpiration dateAll Instructor and Provide€ertificatiors are
handled through th@nline Services

SECTION 5: PROVIDER DUTIES

Part 51: Fulfilling Provider Duties The license law specifies the followimine basic provider
duties under Idaho Code 2027.

Provider Duty #1DiscriminationProhibitedi Idaho Code 52027(1)

(1) Discrimination prohibited. Each certified course provider shall at all

course instructor, or method of delivery to violate laws prohibiting
discrimination. Each course provider will fully comply with any
requirements of the Amieans with disabilities act regand) access to and
delivery of its courses, including the provision of accessible facilities an
reasonable accommodations for students.

% '_daho times be in compliance with state and federal laws, rules and regulation
3 LL'Censg regarding all aspects of equal opportunity and ptie of civil rights. No
= T?Vl\j{aer; course provider shall engage in discriminatory practices, nor allow their

The Commission occasionally receives calls regarding requests for reasonable accommodation in
the classroom. The Commission takes no position on the validity of a request for

accommodation and suggests that providezsgarted with a request for reasonable

accommodation consult with a professional who is versed in dealing with these types ofrequest
Providers may wish to refer to the 20@Bents with Disabilities No Problewideo on the IREC
YouTube website for further guidance.

Provider Duty #20penAccess tdCourseOfferingsi Idaho Code 5€027(2)

(2) Open access to course offerings. Registration and attendance at al
certified courses offered for credit towalskteducation requirements of
this chapter shall be open to all persons meeting normal course

on that licensee's or unlicensed person's affiliation with another
organization or brokerage company, or the licensee's or unlicensed
person's membership status in any professional organizaticsssueh
course provider has received financial support fronctimemission for its
particular course offering. Nothing in this section shall restrict a course
provider from charging a separate and reasonable course fee to
nonaffiliated or nonmember licerseor unlicensed persons.

=~  Idaho s : . . .

B icense prerequisites; provided however, a certified course provider located in (
T Lawand affiliated with a licensed real estate brokerage company or professiona
T Rules association mayefuse access to any licensee or unlicensed person bas

—
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If a provider wishes to offer a course for a particular brokesageganization as outlined in 54
2027(2), Idaho Code, they must select the option to list the coufseator Public Vievwd
when scheduling the course through the Online Services.

A. Course Schedulds
g Idaho (e) Course schedules. Each provider shall submit schedules ofcandse
=~ License instructors as requested by t@mmission and submit changes promptly
3 Lawand as they occur. Whenever there is a change in a course including, but n
T Rules limited to, a change in curriculum, course length or instructor, the provic
3 shall promptly notify theommission in writing of the change.
Providers are required to submit schedules of courses and instructors t
Commission on an ongoing basis by entering the course schedule
/ ~ information into the IREC Online Services at leagnty-four (24) hours
" Fducation & prior to the course offering and keeping it updated with any changes or
r oty cancellations. The course schedule must also identify the correct instr
For online courses, the course instructor identified must hold a current
Certified Distance Education Instctor (CDEI) designation from
ARELLO®.
- Providers must schedule a course through the IREC Online Services a
[ tducation & minimum of 24 hours prior to the course offering, regardless of whethel
ey not it is open to all licensees.

Provider Duty #3Disclosure of Feek Idaho Code 542027(3)

(3) Disclosure of fees. All fees charged to a student by a course providg
'_daho shall be specified separately in writing. If additional fees are charged fo
License supplies, materials or books required for coursework, such fees shall b
Lawand itemized by the provider and, upon payment of such fees, the supplies,
Rules materials or books shall become the property of the student. All fees ar
the manner in which they are to be paid shall be stated in a student
contract, in a form approved by tbemmissio. The student contract shall
expressly include the provider's policy regarding the return of fees in th
instance where the student is dismissed or voluntarily withdraws from t}
course.

—
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If an instructor requres thepurchase of dextbook(s) for a course, then th
use of that textbook must be incorporated into the curriculum and utilize
students. For commissiateveloped courses utilizing a textbook, each

student is required to have the textbook and it must be used in the.cour

Provider Duty #4Facilities andSupportivePersonnel Idaho Code 52027(4)

Idaho
License
Lawand

Rules

(4) Facilities and supportive personnel. The provider shall provide the
facilities and all supportive qualified personnel or approved proctors
necessary tadequately implement its real estate program.

L e
Education &
Certification

Policy

The premises, equipment, and facilitie the school should comply with g
city, state, and federal regulations, such as but not limited to fire, buildir
occupancy, zoning, public health codesswell as thé&mericans with
Disabilities Acts

If a provider will not be physically present &ktclass, there must be a
provider representative on site who has been instructed in the provider
duties they will be responsible for during the class. This is documented
signed Onsite Provider Representative Form (REE) form in the
providseros file

Provider Duty #5StudentRecords an®therRequirement$ Idaho Code 52027(5)

Idaho
License
Lawand

Rules

(5) Student records and other requirements. Each Idaho certified course
provider shall comply with the following requirements:

(a) Records. For eachdividual student, create and retain for a
period of five (5) years, a complete, accurate and detailed record
which shall include the total number of hours of instruction
undertaken and satisfactorily or unsatisfactorily completed in the
area of study;

]
12 |
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Including: legalname, address, telephone number, and email address ¢
school;full legal nameof the studentbeginning and ending dates of
attendance; clock hours completed, i.e. sigsheet or attendancheet;

course/exam results.
a1

Education & Upon course completion, students must receive a certificate or stateme
compl etion that includes the st

Certification
Policy

A.

A

appears on the real estate license, provider name, course title, course
approvd number, course date(s), course delivery method, approved cre
hours and the signature of the director.

Course Rosters and Siim Sheets As part of the records providers must kegpy must
create a sigiin sheet or course roster. Once a course is schettim@gyh theOnline
Servicesyou can start adding students to the roster. This will speed up the process of
submitting the course completion list at the end of the cldsscourse roster may be used as

yoursigni n s heet that wild.l be used to track stuc
keep in mind:
T A student éds r eal NOTFconrfiteatialinformmations e number i s

1 All fields must becomplet& and either the license number or S@ivided by the
student must besed

student 6s confidenti al i nf o rimsheeti Wsp Licetsm ul d n

Numbers instead of Social Security Numbers whenever possible.

Idaho statute grantgroviders limited authority to obtain certain
information from students that is regarded as confidential; namely: the

student 6 s per s osomelcasesdsdcralesacsrity aumbensg
~ The Provider is permitted to disclose this confidential information only t
Education & the Council or Commission, and then only as information included in th
Cer;iglf;;ion course completion list. Every provider must take precautionary measur

ensure that no studentds confi de

any other person. Therefore, any course provider that obtains confiden
information must establish a policy and procedure for collecting and
keeping of confidential inforation that safeguards against disclosure.

if

Important to Note: Extreme care should be taken when entering students into the systg
Students with mispelled names or mentered social security numbers will need to regis
for Online Services using the name and social security number entered by the provided

record to be createdn error made by a provider CANNOT be corrected until the studer]
applies for a license without causing systemic issues with the IREC licegstegs

it is incorrect. Mis-entering the name or social security numieay cause a duplicate

—
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Submitting Course Completion Listfroviders havéive (5) business day® submit CCLs

to the Commission after ttoompletion date of the cours#f you miss this deadline, the
system will not allow you to submit the CCL online and you will be out of compliance with
the license law. All CCLs must be submitted through the IRBne Services

Idaho
License
Lawand

Rules

(b) Course completion lists. Within five (5) busss days after conclusion
of each course of instruction, the provider shall submit to the council or
commission, in the form and manner designated by the commission, a
which shall include the legal names and social security numbers or, if
licensed, tk license numbers, of the students completing the course of
instruction, the name of the course, the name of the instructor, the nunj
of hours included in the course, the date of the course and the location
The list shall be certified by the instrucfoom whom the students
received instruction and an authorized representative of the provider;

| Education &
Certification
Policy

@]

)

. Grades

Idaho
License
Law
and
Rules

Providers shall submit course completion lists using IREC online servig
It is the Providerdéds responsi bil
completion lists, including use of each student's legal name and licensé
numberor social security numbeasapplicable.

(c) Grades. The provider will provide written notification to students wh
successfully or unsuccessfully complete a course within thirty (30) days
the caurse completion date;

of

. Course Completion CertificatesStudents must receive course completion certificates within

thirty (30) days after the course completion date. Many providers prepare the certificates in
advance and hand them out at the end of the class. You can use whatever format you would
like, whether it is a certificate or letter, but the course completion certificate must include:

=4 =4 =4 -8 _98_9_°5_-2

St u d @lhléegél same or the name asappears on the real aestlicense
Provider 6s Name

Course Title

Course Approval Number

Course Date(s)

Course Delivery MetholLive, Remote, or Online)

ApprovedCredit Hours

Signature of the Provider Director

—
'_\
IS

| S—



Date

[Adoress)

Dear:

Congratulations! You have successfully compieted the following real estate course(s)

Course Title:
Delrvery Method
Approval Number:
Crednt Hours:
Compietion Date
Provider:

If you are using this course T renesy our real estate cense, this letter Is proof you passed the course(s).
You should save this leter and present it to the Idaho Real Estate Commission In the even that you are
audited for continuing education compliance. (For complete continuing eduation reguirements see
ldaho Code 54-2025 and rules £00-459)

Sinceyq

Certificate of Completion

Thus 13 to certafy that:

Has successfully completed course

Course Approval . s Credst Hours ) Mathod:
Darector Instructor
Provider Date

]
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E. Evaluation Requirements fédl Certified Courses You are required to collect evaluations
at the conclusion of each course. It is important to encourage students to take their time and
put thought into the evaluations because this is one of the fewiRBgZshado receive
feedback about the course andtructor.

1 Providers are required to give all students an evaluation form, but the students do not
need to complete one to receive credit for the class.

1 Providers need to be sure the instructor gets all feedback from the evaluations promptly

1 Instructors are required to maintain at least aadrualaveragdor each course

1 Perldaho Code 52 0 2 7 ( 3Jpof wrijten reduest from the commission, the provider
shall submit either the student evaluations for the course and instructevritiea summary
of those evaluations using a form approved

Evaluation Instructions for Continuing Education Courses

Idaho Code 542027requires that all certified providers collect written

evaluations from students, using an apga¥orm for the course and
instructor. Evaluations may be collected electronically only when an
r Eig&;‘::gﬂi opportunity to complete the evaluation form in a manner that does not disg
Policy the student ds i dent iRroviderssreegbiredeakeep

either the evaluations or a written summary of them for one (1) year from t
course completion date, and to provide either the evaluations or summary
the Commission upon written request. The Commission will request the
evaluations othe summary thereof from providers on a random or occasio
basis to monitor instructor and course performance and to assure complia
with the license law pertaining to collection of evaluations.

Providers should make easummarynstr
thereof available to the instructgpromptly upon conclusion of a course.

For all Commissiofdeveloped courses, additional requirements regarding course evaluations
apply. These courses are:

1 Salesperson and brokerelicense
i Salesperson Post License
1 Commission Core

The Commissiofdeveloped courses do not include any Ethics courses; the evaluations for those
courses should be administered using the Continuing Education Evaluation Instructions.

]
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Evaluation Instructions for CommissiofDeveloped Education Courses

Evaluations folive offerings of Commissietieveloped courseaust be
collected foreachcourse offering and provided to the Commission. The proc
for distribution and collection of paper evaluations must be handled as folloy

1. Prior to the conclusion of the course, but before the final exam (if g
a sufficient amount of classrooime shall be set aside for students to
complete evaluations of the course and instructor.

2. The provider or course instructor must distribute the current
Commissiorapproved evaluation form to each student and appoint of
student to collect the compldtevaluations. The provider and/or

instructor(s) must then leave the room, prior to completion of the
r - evaluations.

\  Education &
Certification 3. The student appointed to collect the evaluations will place all
Policy

completectvaluations in an envelope provided by the provider. The

envebpe must be praddressed to the Commission. The student will §
the envelope and sign his/her name across the envelope flap.

4. The provider must transmit the sealed envelope to the Commissio
within five (5) business days from the conclusion otthese. Upon
receipt of the sealed envelope, the Commission will promptly scan al
mail all evaluations to the provider director.

Providers may electronically distribute course evaluations for Commission
developed classes using an electronic format@ggd in advance by the
Commission. The form must provide students with Commission contact
information to make confidential remarks, if desired by the student.

Classes offered via Remote Delivery (Continuing Education courses or Comnissieloped
courses) may use electronic evaluations. Contact IREC for specific instructions on how to
properly use electronic evaluations in the classroom.

Please ensure tlellecting student seals the envelope with his or her signature by signing across
both envelope and flap. In the rare instance where an evaluation does notimtakbet

envelope with the rest of the course evaluations, please send it in a sepatafearveut both

the sealed envelope and the missed evaluation in a larger envelope and send them together.

St St e

—
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D The Commission may randomly select one or more student(s) from eve
[ cducation & class for the purpose of obtaining supplemental evaluations on a cours
Certification and provider.

Policy

Supplemental evaluations may have additional questions not on the evaluation form which may
address issues and concerns from attendees or maeptim questions for better feedback.

Provider Duty #6Instructorsi Idaho Codé4-2027(6), Rule 500

It is the providerdéds responsibility to make s
applicable License Law, Rule, and Commission polihile these guidance documentslme

the minimum acceptable standards, providers are encouraged to set a higher standard for their
instructors. The provider is responsible dtiractivity occurring in the classroom and
establishing high standards wi |l help to redu

A. Minimum TeachingStandards of the CommissioAll instructors, certified or not, must
adhere to the Commissionds Minimum Teaching

Rule 500. MINIMUM TEACHING STANDARDS OF THE
COMMISSION.

All courses offered for credit by a certified provider will be taught in
accordance with the standards and written policies adopted by the Rea
EstateCommission. Course instructors will conduct themselves in a
professional manner when performing instructional duties and will not
engage in conduct that criticizes, degrades, or disparages the Commis
any student, other instructor, brokerage, agencgrganization.

01. Certification Requirement. A course required to be taught by a
Commissiorcertified or Commissiompproved instructor will be
taught only by an instructor that is currently approved or certified

03. Attendance Requirement.The course instructor will adhere to theg
Commi ssionds written attendart
be submitted for studé&nwho have successfully met the attendan
requirements for which the course was approved

04.Maintaining Exam Security. The instructor will take reasonable
steps to protect the security of course examinations and will not
allow students to retain copiesfofal course examinations or the
exam answer key.

05. Use of Exam Questions ProhibitedThe instructor will not obtain
or use, or attempt to obtain or use, in any manner or form, Idahg
real estate licensing examination questions.

% I.d aho for that course.

£ [License 02.Outlines and Curriculum. A course must be taught in accordanc
= Lawand , . . .
T Ruks with the course outline or curriculum approved by the Commissi

—
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Professional mannerisnincludes:

1) Avoidance of any form of student harassment, which is not limite
harassment based on the gender, national origin, race, religion,
or physical or mental ability of any student.

2) Demonstration of sufficient subject matter knowledge of the cou
material being instructed.

3) Adherence to the Commi ssi ono{
and service promotion and recruitment in the classroom.

4) Display of competent teaching skills, which include but are not
limited to, the ability to:

a. Communicate efféiwely through speech

b. Present instruction in an accurate, logical, orderly, and
understandable manner

c. Respond appropriately to questions from students

d. Utilize varied instructional techniques in addition to lectur
such aglass discussion, role playing; other techniques
that enhance student interaction and learning

e. Utilize instructional aids and modern technology in a
/ — .
! Education & manner that enhances learning
Certfication f. Maintain an appropriate learning environment and effecti
olicy
control of the classroom

g. Interact with adult stdents in a respectful and professiona
manner that encourages student learning

h. Utilize relevant experience and research to supplement
student learning

i. Form constructive relationships with students and

j. Utilize instruction time effectively

Use of competent teaching skills may be measured by student evaluati
The instructor must maintain, for the course, an annual average of 4.0
better (pasedonad) on t he Commi ssi onods
form. Providers are responsible fvacking and documenting instructor
scores for CE elective classes and providing these scores to the Comn
upon request.

B. Selecting Instructors to Teath

Certified Instructors i Certified instructors are required fait Commissiordeveloped
courses You can search for certified instructahsough the Online Serviced
irec.idaho.go\by going in as if you are going to schedule a particular Commission
developed class and then looking at the list of instructor names on the dropdown list.

—
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http://www.irec.idaho.gov/

Important to Note: There are specific experience requirements for each course an instryctor
wishesto become certified to teach. These qualifications can be found ldtleation &
Certification Policyunder instructor certification.

Guest Speakers

For courses requiring a certified instructgmoncertified guest speakers

may be utilized to present a portion of the course curriculum as long as
/ ~— certified instructor is present in the classroom for the entire presentatio
r caucation & and directly supervises the guest speaker. The course provider is
Policy responsible for the complete and accurate delivery of all Commission

developed course content.

Examples of guest speakers include inviting a qualified individual from a title company
to guest instruct a short section of the salesperson prelicense course material related to
title searches, asking an expert from a mortgage lender to instruct a sefthertiroker
Real Estate Finance prelicense course related to types of financing, and the like.

CE Instructors - For continuing education elective courses, certified instructonscdre
required.

(6) Instructors. A certified provider may offer a continuing education
elective course without obtaining approval or certification for the coursq

gualifications of the instructor. The providdradl make such
documentation available to the public aminmission upon written
request. A course provider shall not offer for credit any course that is
being taught below the minimum teaching standards established by the
commission or that is beirtgught in a manner that is detrimental to the
purpose of education licensees.

3 I_daho instructor; provided however, the provider shall take reasonable steps t
= License . .

= ensure that the instructor is competent to teach the course and shall

= Lawand o . . .

A Rules maintain resumes or other biographical information that documents the

C. Ensuring Instructo€ompetency It is your responsibility as a provider to ensalle
instructors are competent to teach the courses you offer.

Idaho Code 54€027(6) says a provider must maintain resumes or other biographical
information to document the qualifications of instructors. You must make this information
available to the public or the Commission upon requestiddte CE Instructor

Qudification Form (REE025) has been developed to give you a place to document this
information to keep in your files.

]
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D. Evaluatinginstructor PerformanceT h e

Reasonable steps to ensure instructor competeresoviders have a legal
duty to Atake reasonable steps t
teach the course offered. o A pr
deemed by the Commission to have satisfied this requirement:

Verify instructor credentials The provider has verified with the

Commission that the instructor is currently certified to teach the course
if instructor certification is not required to offer the course, the provider
revi ewed and ver i fmemed cradénials to teach thel
course.

a. Teaching performance The providershall promptly reiew the
student evaluationfor every course, as it is being taught, and sha
immediately advise the instructor of any deficiencies or concerng
noted in the evaluation.

b. When using a new instructor for a live course offering for the first
time the provider is responsible for evalirgg the instructor
performance using the IREC instructor evaluation form. The
provider is also responsible for periodically evaluating its live
course instructors using the IREC instructor evaluation forms.
Upon completion of an evaluation, the resultshe evaluation shall
be provided to the instructor and a follow up plan for improveme
if needed, shall be discussed. This evaluation and documentatig
the plan for i mprovement i s t
and provided to the Commisgsiopon request.

providerodos | egal

ensure instructor competency does not end with the decision to use a particularomstruct

P

/  Education &

Certification
Policy

Evaluating an Instructor: The provider is also responsible for periodica
evaluating its live course instructors using the IREC instructor evalug
forms. When an instructor falls below the 4.0 average, an Instru
Performance Improvement Plan (IPIP) should be developeleiinstructor
and provider. The I PIP is to be

to the Commission upon request. An instructor on an IPIP is not eligil
be certified to teach additional Commissideveloped courses.

L
! Education &
Certification
Policy

Instructors who are currently on an Instructor Performance Improven
Plan (IPIP) or 3Gday notice letter from the Commission are not eligible
be certified as instructor for additional Commissideveloped courses unt
they have successfully complieith the terms of the IPIP or 3@ay notice
letter to the satisfaction of the Commission.

—
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Failure to take reasonable steps to ensure instructor competency may
in withdrawal of provider certification.

Provider Duty #7Posting andRecordingFeesi ldaho Code 5€027(7)- The Commission is

not currently requiring course providers to pay a posting and recording fee.

Provider Duty #8: Advertising Restrictioinddaho Code 542027(8)

Idaho
License
Lawand

Rules

(a) Providers may advertise that they are currently certified by the
commission, if current certification has beempegved, but no such
advertising may state or imply that the provider is an agency of the
commission or theouncil;

(b) No course provider shall provide any information to the public or
prospective students which is misleading in nature. Information is
misleading when, taken as a whole, there is distinct probability that
will deceive the persons whom it is intended to influence.

! Education &
Certification
Policy

All course advertisement®iu s t contain the Comn
number and the exact title ofthe courseagdts cer t i fi ed
name, as certified by the Commission must be included in all advertisir

No course may be adverti sedforas ¢
continuing education for Idaho real estate licensees unless it has been
certified by the Commission and assigned an ldaho course approval
number. An exception is made for an Idaho certified provider, who ma
advertise a course taken to earn one ofggfeapproved professional
designations |isted on the | REC
education credit by the Commission.

No course may be adyveradavand andpplcationi
for certification has been submitted to the Consiois. It may only be
advertised as Asubmitted to | RE(

—
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Provider Duty #9Changes in Certification Idaho Code 542027(9)

(9) Changes in certification. Certification shall be granted to the particu

ldaho providerfor the specific ownership, provider location, and named
L'-'Censg individual in charge as designated in the application for certification. Ar
awan

changes in ownership, provider location, or provider name, or named
individual in charge must be submitted for approgahiecommission, at
least one (1) month in advance of the effective date of the proposed

changes.

Rules

If you change the name of your business or the name of your director in charge, please complete
theChange of Provider Informatidorm (REE036) and submit it to the Commission within one
month in advance of the effective date of the proposed change.

Important to Note: Failure to comply with theequired provider duties may result in ady
notice letter, Idaho Code 52027.

A. Withdrawal of Provider Certification

54-2025. WITHDRAWAL OF IDAHO CERTIFICATIONS FOR

CAUSE.
3 (3) If thecommission at any time determines that an instructor, course o
T Idaho provider is not meeting the requirements for contine@dmission
= License approval or certification, written notification detailing the deficiencies
% Law and requiring correction shall be made immediately ® appropriate person.
=~  Rules Thecommission shall take no action to withdraw the certification for thirt

(30) days from the date of the written notice. At the expiration of this
period, if the deficiencies have not been corrected todhenission's
satisfactionthecommission may take action to withdraw certification.
Withdrawal of certification shall be governed by the Idaho administrative
procedure act, chapter 52, title 67, Idaho Code, and the rules of the
commission.

The first step the Commission typically takes when there is an issue with a provider or instructor
is to contact the individual regarding the issue to see if the issue can be resolved informally.

When attempts to do so are unsuccessful or when the itwedirrants a more serious action, the
Education & Licensing Director will send a-Btay Notice Letter.

The 308Day Notice Letter
1 Outline the issue
9 Asks the affected individual to take steps to remedy the situation
1 Requires that thereea sustained improvement.

—
N
w

| S—



The individual must submit a written response to the Commission detailing how they will correct
the deficiencieslf the response is satisfactory, then the Commission will expect and monitor the
provider or nstructor for sustained improvement.

If the response is not satisfactory or improvement is not sustained, then the Commission may
proceed to take stepswothdraw provider certification.

54-2030. EXPIRATION OR WITHDRAWAL OF PROVIDER
CERTIFICATION -NOTICE TO STUDENTS.

If a provider's certification expires, is terminated or withdrawn for any

Idaho . i .
License reason, the provider will no longer be approved byctmmission, and no
Law and credit will be given to students for any courses not yet successfully

Rules completed by the expiration date. Aopider whose certification has
expired, been terminated or withdrawn for any reason, shall immediately
notify every present or future student in writing that it is not a certified
provider of approved real estate courses in Idaho, and that no credit for
prelicense or continuing education will be given for its courses.

SECTION 6: EDUCATION POLICIES

Part 6.1: IRECAttendance Policy The current IREC Attendance Policy can be found at
https://irec.idaho.gov/wgontent/uploads/sites/103/policies/attendencepolicy.p®o
attendance is required for all live and remote education. Providerasingttors are required to
uphold the Attendance Policy.

For Instructors only: If an instructor wishes to allow electronic notetakin
the provider must establish written classroom participation policy
governing the use of electronic notetaking in the classroom. The policy
must adhere to the following minimum guidelines:

)~ (a) A student shall direct his/her attention to the instruction bein
/ Education & provided and refrain from engaging in activities unrelated to the
oty instruction, such as texting, checking email, surfing the internet,

completing contracts or other paperwork.

(b) A stuent shall refrain from engaging in activities which are
distracting to other students or the instructor, or which otherwisq
disrupt the orderly conduct of a class including distracting noise

Providers are expected to take appropriate steps to ensuraltisaidents
comply with their participation policy. The provider shall require the
instructor to make an announcement at the beginning of the course an
the beginning of each subsequent day that electronic devices shall only
used for course relatkactivities and notetaking purposes.

—
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https://irec.idaho.gov/wp-content/uploads/sites/103/policies/attendencepolicy.pdf

Part 62: CourseCredit Policy i

A. Licensee Course Creditdaho Code 5€20232) through (4)putlines a few situations in

which licensees may not receive credit for a course they attend.

1.
2.

3.

4.

Credits used to activate a license are considered spent and may euddue

Licensees cannot receive credit for attending a Core course more than once,
regadless of which licensing period the Core course falls under.

For elective courses, the licensee cannot receive credit for taking the course more
than once in the current licensing period.

Classroom hours apply to the licensing period in which theya&en and cannot be
rolled forward or back to a different licensing period.

Licensees are expected to keep track of their own continuing education hours and understand the
requirements, this is not a provider responsibility. Licensees with questiomisthbir specific
education record should be directed to the Idaho Real Estate Commission.

B. CE Credit forCertified Instructors Teaching a Courfidaho Code 52023(6)(e))

Idaho (5) Instructors receiving credit for teaching a course
License
Lawand

Rules

e. If a certified course instructor, teaches a live course for which
continuing education credit may be obtd. Credits shall be
granted for the number of classroom hours taught.

. ~— Commission to teach a prelicense, post license, or Idaho Core course

Education & pursuant to ldaho Code 52032. A certified course instructor must subn
Ce’;';‘lfj:"’" anl nstructor 6s R déoguREE151)tombtain Cdatindng

ACerti fi ed c onaanssar instruttsrtcertified bydhe o

education credit under this section.

Instructors should not be added to the course completion list if they teach a course and
wish to receive credit under this policy. The provider director would need to completéné
pertinent section of form REE-151 instead.

Part 6.3: Course ExanisFinal exams are not required for live CEBsseshowever they are

required for live Commissiedeveloped prelicense courses and online continuing education

courses.

A. Prelicense coursésThe minimum passing score for the prelicense final course exam is 70%,

per ldaho Code 52036(2)(f).

]
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The Commissiorapproved course exanshall be used in their entirety an
may not be revised or aldarce perdission
Providers are responsible to preserve the validity and security of cg
exams. Students shall not be allowed to retain exams or copy any
guestions, answers or distracters. A student who fails a final course

shall be given alifferent version of the exam and must pass the entire r¢g
exam with a minimum score of 70% in order to receive credit for the co
Students completing makip work are still expected to take the exam at
end of the course, as scheduled, with tést of the class. If the student h
missed enough of the course time that taking the exam will jeopardizg
ability to pass the exam, the provider should consider asking them to att
subsequent offering of the missed portion in lieu of assigmiakeup work.

B. Online Continuing Education Courses

| Education &
Certification
Policy

Onlinecoursear e considered fAdistance
learning final exams must include 5 questions per hour of instruction. F
courses taught through a blended delivery method, the online portion o
course is considered distance learning thereforstrbe ARELLO®
certified.

C. ExamRetakePolicy (Idaho Code 542036(h)

Idaho
License
Lawand

Rules

Each course provider may, at its option, allow students who complete a
course and then fail the course exam one (1) opportunity to retake the
approved course exam within the following time periods.

i. Prelicense course exam retakes must oattiiin one (1) month of
the original course exam,;

ii. Continuing education course exam retakes must occur within that
courseb6s certification period;

lii. If the student fails the retake exam for any prelicense or continuin
education course, the studentshrepeat the entire course and pass th
final exam to receive credit.
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Part 64 - Interactive Video Conferencirand Remote Delivery

{

/' Education &

Certification
Policy

/

Courses taughthrough IVC must meet all Commission standards
established for live courses. Courses taught through this method must
the Minimum Standards for Interactive Video Conferenaimgj Remote
Delivery through a Virtual Classroom.

{

/' Education &

Certification
Policy

J

MINIMUM STANDARDS FOR INTERACTIVE VIDEO
CONFERENCING AND REMOTE DELIVERY THROUGH A
VIRTUAL CLASSROOM

(1) The setup and technology at each location must bejmpeoved by the
Commission. A provider who has already been approved by the
Commission to offer a course UMC or remote delivery must work wit
the Commission to receive approval for each new location or
technology that is added. Any changes to the setup or technology u
existing locations must also be papproved by the Commission.

(2) Any instructor tealing a course offered through IVC or remote delivg
must hold a current Certified Distance Education Instructor (CDEI)
Certification. Guest speakers are not required to have this certificati
however, they must be directly supervised by a certifiediztet
during all portions of the IVC or remote delivery session they guest
instruct.

(3) Supervision and remote site support. For every IVC class or sessio
connecting two or more sites remotely for a video conferencing dist
education experience, a mmum of one moderator shall be present g
each site at all times. For remote delivery, one moderator is requirg
for every 25 students present. The moderator is responsible for:

a. Ensuring compliance with thf#dg

b. Providing techical support

c. Ensuring the faces of all students and the instructor are in can
view

d. Promptly addressing any unprofessional behavior or distractio

e. Assisting students in using the microphones (if applicable)

f. Ensuring that there is continuous audio andea feed from all
students and instructors

g. Timely reporting student attendance and class participation to
instructor and provider daily.

(4) A student enrolled in the class cannot be appointed to represent theg
provider for this purpose.

(5) The instructor mg not serve as a moderator for a remote delivery clg
while also acting as the instructor.
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(6) All moderators must have attended a commisajgoroved training
within the two years immediately preceding use as a moderator. Th
provider isrequired to maintain proof that the moderator(s) they use
have attended this training.

(7) All students must have full view of at least one monitor at each clas
location. Additional monitors should be placed, as required, to ensu
clear view of the screeand its contents by all of the audience.

(8) Due to the brief time delay in transmitting audio, students and the
instructor should allow others to finish speaking before responding.

(9) Instructors are expected to repeat any questions asked by student {
ensure tle entire class has heard the question.

(10) All instructors must read or publish the required Student Remotg
Delivery Engagement Terms and IREC Attendance Policy at the
beginning of each class.

(11) All non-certified individuals instructing an elective course thrbug
remote delivery must file an agreement Instructor Remote Delivery
Agreement with the Commission.

(12) Individuals who are found to be out of compliance with one or m
of the Minimum Standards are not eligible to instruct or participate i
classoffered via I\C or remote delivery until they have demonstrated
full compliance with all of the Minimum Standards.

Important to Note: For courses offered through Remote Delivery,Rieenote Delivery
StandardsandStudent Remote DeliveBngagement Ternasvailable on the IREC website must

also be followed

Part 651 Approved Textbook List IREC has developed an approved textbook list for the

Commissiordeveloped courses. Thisxtbook list indicates any required textbooks and

provides the most recent revision date of the course outline and exam so that providers can
ensure that the most current materials are being used for the course. The most current version of

the approvedextbook is available on the IREC websaténttps://irec.idaho.gov/wp
content/uploads/sites/103/publcs/approtexibooks.pdf Providers and instructors aepected

to review the approved textbook list prior to offering any Commisd@sreloped course to
ensure that the correct materials are being used in the course.

/  Education &
Certification
Policy

If an instructor requires the purchase of a textbook(s) for a course, then
use of that textboakiustbe incorporated into the curriculum and utilized

by students-or Commisson-developed courses utilizing a textbook, eact
student is required to have the textbook and it must be used in the coul
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https://irec.idaho.gov/wp-content/uploads/sites/103/publcs/approved-textbooks.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/publcs/approved-textbooks.pdf

As the owner of thEommissiordeveloped courses, the Commission reta

>~ complete cotmol over dissemination of all Commissideveloped course
' Education & materials. Individuals may not distribute these materials to others withg
oty written permission from the Commission. Any inquiries about obtaining

such materials should be referred to the Commissio

Part 66 i Recruitment Activity and Product and Service Promotion Pel€lass time cannot be
used to promote a product or service or to recruit associates. It is permissible to promote or
recruitonly before and after class and on lunch breaks as outlined in the Recruitment Activities
and Product and Service Promotion Byl

Recruitment Activities and Product and Service Promotion Policy
Purposes:

1. To ensure education classes remain instructional and professional
2. To prohibit use of instructional time for recruitment

3. To prohibit use ahstructional time to product and service promotion
4. To address studentsodo desire f
opportunities

Recruitment Activities Policy:No instructor, school director or provider

) employee shall use class time to encourage, indupeomote student
" Education & employment, affiliation or membership with any particular real estate
oty |l icensee, real estate organizat:i

includes the making introductory remarks about a licensee, organizatio
franchise or the namingf such in examples (unless a reported court cas

Permissible Promotion and Recruitment Activities:

1Must <clearly be designated as i
clearly be optional,

2. Must be clear that IREC does not favor or embrawelrokerage over
any other;

3. Must be conducted outside of instructional hour (e.g., not during
classroom or Acreditedo time).

If conducted during the instructional day, permissible promotion and
recruitment activities must occur before or after clasgjuwring lunch
break. If during a lunch break, it must be clear that students are free to

| eave. Schools may organize a #f
regularly-scheduled class. Student attendance at such session must bg
optional.
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Classroom time must not be devoted to the discussion or promotion of
marketing materials=irm brochures and material must not be included
within any IREC approved instructional materials and course outlines.
(This restriction does notapplytoalre r age f i r moés fi
educational activities, except to the extent that credited classroom time
not be used to promote the firm.)

Product and Service Promotion PolicySponsors, providers and instructo
may make available for purchase materiatsl aervices that belong to the
sponsor, instructor, or some other party on a limited baSigonsors and

instructors shall not present a course for the main purpose of selling

products and services and shall limit the announcement of products and
serviceduringthecoursel t 1s t he Commi ssi on ¢
services promotion does not interfere with the presentation of the appro
course material and the course is presented completely as it was appro

Part 6717 Approved Topics

Idaho
License
Lawand

Rules

Rule 402.APPROVED TOPICS FOR CONTINUING
EDUCATION.

Continuing education is to assure that licensees possess the
knowledge, skills, and competency necessary to function in a manner
that protects and serves the public interest, or that promotes the
professionalism and business proficiency of the licenses. Th
knowledge or skills taught in an elective course will enable licensees
to better serve real estate consumers.

01. Topics Approved by the CommissionTopic areas for
continuing education, as provided for in Section2623 and 54
2036, Idaho Code, will be approved by the Commission as they
pertain to real estate brokerage practice and actual real estate
knowledge.

02. Topics Not Eligible for Continuing Education Credits.

Topics which are specifically exam preparation in nature or not
directly related to real estate brokerage practice will not be eligib
for approval.
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Part6.8: Designation CoursesCourses taken that are required to earn the following professional

Pursuant to Idaho Code 52036(3) and Rule 402, the specific, approved
topic areas for continuing education course content are:

a. Real estate ethics

b. Legislative issues that influence real estate practice

c. Real estate law, contract law, agency, real estatnking law and
administrative rules

d. Fair housing, affirmative marketing, Americans with Disabilities A

e. Real estate financing, including mortgages and other financing

techniques

Real estate market measurement and evaluation

—

g. Land use planning anzbning, land development, construction,
energy conservation in building

h. Real estate investment

I. Accounting and taxation as applied to real property

J. Real estate appraising

k. Real estate marketing procedures

|. Real estate inspections

m. Property management

n. Timeshars, condominiums, and cooperatives

0. Real estate environmental issues and hazards, includingblesed
paint, underground storage tanks, radon, etc.

p. Water rights

g. Brokerage office management and supervision

r. Use of technology

s. Licensee safety

t. Negotiation skills

u. Business success

designations may be accepted for CE crédiProviders may offer designations for CE credit if
they obtain permission from the designation owner. For a full list of approved designations, visit

www.irec.idaho.gov **Online courses must be ARELLO certified.

f
/
/' Education &
Certification
Policy

V) / > N

/

bl

The accepted courses have been assigned a course number and are |
under the Educatiohookupon the Commission website.

If a provider wishes to offer a designation course under one of the desigriatioribe website
thathas not been assigned a number, or a course for a designation thatctudet on the list

they should contact the IREC Training Specialist. Cautaken to earn other designations that

are not listed here will be considered on a dasease basis.

]
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http://www.irec.idaho.gov/

Part 691 Special Consideration PolieyApplicants for instructor and provider certification are

entitled to request special consideration to wailvmodify certification requirements. All

applicants who want to request special consideration must submit a written request detailing the
reason and fAgood causeo for the request, incl
the department indited before his/her request can be placed on a Commission or Council

agenda. The following requests are heard byethgcation Council

91 Providers
9 Instructors

The current Special Consideration Policy and the Procedure for applying for a waiver through
the Special Consideration Policy can be foundtabs://irec.idaho.gov/wp
content/uploads/sites/103/policies/specialconsiderationpolicy.pdf

SECTION 7: FORMS

The following forms can be found on the IREC websitew.irec.idaho.gov

A. Initial Instructor Certification ApplicatiorREEQ06T This form is used by instructors who
are seeking certification to teach their first Commissieneloped course.

B. Instructor Certification ApplicatiorREEO00771 This form is used by certified instructors
who are seeking certification to teach additional Commisd@reloped courses.

C. Initial Provider Remote Delivery ApplicatipiREE1271 This form is used by providers are
seeking certification to offer courses through Remote Delivery for the first time.

D. Course and Instructor Evaluation FQIREE01371 This form is used for all live
commissionrdeveloped andontinuing education courses, unless the Commission has
approved the use of a different evaluation form.

E. Onsite Provider Representative FQIREE-02471 This form is used when the provider will
not be physically present during a course of

F. ldaho CE Instructor Qualification FoyrREE0251 This form is used to document an
i nstruct or 0 gualficatomte teach ekedtige caumed and is to be kept in the
providerods fil es.

G. Notice of Provider Change ForrREE03671 This form is used to make a change in provide
ownership, provider company name, or name of director (individual in charge).

H. Provider Certification ApplicationrREE03771 This form isused whera provider is seeking
certification for the first time, or if there is a change in company type.

—
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https://irec.idaho.gov/wp-content/uploads/sites/103/policies/specialconsiderationpolicy.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/policies/specialconsiderationpolicy.pdf
file:///C:/Users/alicemarlow/Downloads/www.irec.idaho.gov
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree006.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree007.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree012.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree013.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree036.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree037.pdf

I. Continuing Education Elective Course Applicati®EE0391 This form is used to submit
continuing education elective courses for approval, to make a change to the nuhtaes of
a course is offered, or when there is a significant (greater than 10%) change to course

content.

J. Materials Order ForrREE09471 This form is used to order Licea Law & Rules Booklets
and/or Agency Disclosure Brochures. Exam bubble sheets can be ordered free of charge

through an email tooursecompletionlist@irec.idaho.gov

K. Instructor Request for CE CredREE1511 This form is used by certified instructors to

request CE credit for a course they have taught.

L. Additional Forms For copies bthe Course Renewal application (RBE1) or the Online

Core Certification Application (REBQ9), please contact Commission staff.

SECTION 8: ONLINE SERVICES

Part 8.1: Reqistering to Use the IREC Online Servid@sice a provider application has been

approved, the provider director will be able to begin using the Online Services. Providers must
register to use the Online Services. The Online Services are used to add course schedules, to

maintain course schedules, to submit course completion lists, and manage your

scho

company information. The system is set up to allow one username and password for the named

director. The following screenshots represent how this is accomplished.

STEP ONE: To register a user nanaed

REAL ESTATE COMMISSION

Welcome

The Real Estate Commission is open to the public

Monday-Friday 8 a.m. to 5 p.m. Mountain Time o=
isiti ice: Register a User Name
To keep everyone safe when visiting the office:

Quick Links

™
+ Practice social distancing — follow the markings on the floor = AS

* Please wear a mask

BEDE

Errors and Omissions Insurance: RISC Policy Expires
September 30, 2020 at 11:59 p.m. MT

EEIo

7 /\ - o password, go to the IREC website at
_ AT~ ' irec.idaho.gov Cl i ck fARegids
IDAEIE Ty

—
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https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree039.pdf
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree094.pdf
mailto:coursecompletionlist@irec.idaho.gov
https://irec.idaho.gov/wp-content/uploads/sites/103/forms/ree151.pdf
http://www.irec.idaho.gov/

Reqgister a user name

Al s 2 Fequinad for registration, inciud|

STEP TWO: Fill out the required information in the

Pacewond racuirsment fields. Click fARegister

= b at keast & charackers long

receiveanenai | from Alicensi ng@i rec. i
containing your password.

First name

Last Mams

Valld E-Mall Addrece

Confirm E-Mall Addrece

Paccwond

Coafirm pascword | | / |

Belsot 8 Fasoword Retrisval @usction i what cily wasre you bam
Paccwnrd Astrisvsl Ancwsr

23N [for warifloation only)
Exampha: [[H2ZMEETE
e
Rasat ‘ Rogistor )

STEP THREE: Once you have received your
password, go back to
website and click AL

e home

Lo

About Online Services *  Education Enforcement Licen

Welcome

The Real Estate Commission is open to the public
Monday-Friday 8 a.m. to 5 p.m. Mountain Time

To keep everyone safe when visiting the office:
=N : Quick Links
* Practice social distancing - follow the markings on the floor B Agency Profile
B
B J
Errors and Omissions Insurance: RISC Policy Expires G
September 30, 2020 at 11:59 p.m. MT -

|
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Part 8.2: Managing Your Provider Informatioou must make changes to your contact
information by logging in to the IREC Online Services.

Please Log In Changes made wunder

| not automatically update on your Provider
profile. You will need update your provider
information separately.

[ Remember me
STEP ONE: Log in to the Online Services.

Need help? Register Your business and home contact informati
will display on thescreen.

My Information Provider Information Hello Melissa! Log Out

E04-May-2015
YA Edit My Profile | (@

STEPTWO: Sel ect AiProvi
and then AProvider

City: Boise County: Ada State: ID Zip Cogf:

MAILING ADDRESS

Address: 575 E. Parkcenter Blvd, Suite 180 STEP THREE: S e | ect ﬁ E d | t
City: Boise County: Aca and edit your information, as necessary.
PHONE/EMAIL

Phone: (208) 955-5479 Cell Phone: Fax: (208)334-2050 Toll Free:

Contact Email: melissa ferguson@irec.idaho.gov Personal Website:

LOGIN INFORMATION

Login Email: Current Password:

Melissa Ferguson@irec.idaho.gov

New Password: Repeat Password

STEP FOUR: Verify all

information is correct and click Rasst *r

on fiCSkaegeso.

]
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Part 83: Offering a Course that is Already Certifie@ertified providers may offer any of the
Commissiordeveloped courses as long as the course is taught by a certified instructor, or any
certified elective course if you have permission from the course developer. A list of courses
certified by IREC is available on the website. Below are steps to search for certified courses.

Continuing Education Elective CoursesA certified provider may offer a
. )| | continuing education elective course without obtaining Commission
Edweaon® /1| approval or certification for the instructor as providediitaho Codes4-
Policy | 20276). However, the course must be certified by the Commission.

S —

/i

A. Searching for Coursé@sYou can find courses under the Education Lgokuthrough the
Online Services.

About  Onling Services *  Education Enforcement LUcensing Ubeary FAQs Forms Calendar A Z Direcrory Comtact Co

Welcome ‘ Education Lookup ’

P —
Go toirec.idaho.gov  Cl i ¢ k s
then enter the information for the course type and § :
delivery method you would like to search for. Once
you have made youselections, you can hit the Lo ew | Quick Links

iSearcho button. I f yqu*ethoos et o exporft

vance its timeling

can click on ADownl oad B:ieone

06 E

B. Scheduhg a Course

STEP ONE: Log in to the IREC Online Services.

—
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http://www.irec.idaho.gov/

My Information Provider Information

Melissa Ferguso Manage Courses ’

My Profile Provider Profile

Renew Certification
PHYSICAL ADDRH
Transactions

Address: 575 E. P8
City: Boise Zip Code:

MAILING ADDRESS

Address: 575 E. Parkcenter Blvd, Suitj

STEPTWO:Cl i ck on tlmd oif Prrad
tab and then select

My Information Provider Information Hello Melissa! Log Out
Manage Courses (7)
Select Existing Clas;
STEP THREE:C1l i c

Search cour:

Course ID Course Name Course Type Delivery

w e v I

My Information Provider Information Hello Melissa! Log Out
Manage Courses (7)

Select Existing Class © Add New Class

Select a course to schedule. Modify Search=>>

I S N S

Provider Training - Live Provids

e owerranng- Wemere"*> -4 STEP FOUR: Select the desired

ﬂ =~ N class from the list by clicking

anywhere on the line that contain
the course name and information




My Information Provider Information
Manage Courses

Select Existing Class

Hello Melissa!

Log Out
L)

© Add New Class

Course ID: PT Course Name: Provider Training - Live

Course Type: Provider Training Hours: 0 Delivery: Live

Select an Instructor

City Cancel Course? Public View?
—Select City— ﬂ O Yes @ No ® Yes (O No

Start Date End Date start Time Price
04-May-2015 =] 04-May-2015 =] 8:00 AM (0]

Close

STEP FIVE: Enter information in

each of the required fields and thg
hit ASaveo.

C. Making Changes to Course Schedul&éfighe course is already scheduled, you can make

changes to the course by logging into your account and §dMagage Courseés

STEP ONE: Log in to your account.

STEPTWO:Cl i c k
Cour seso.

My Information Provider Information Hello Melissa! Log Out

i Mana
Manage Courses

Search for an existing class to manage.

Course ID Course Name Start Date Location Delivery

All

STEP THREE: Select the appropriate information

to filter the search as desired and then click on the

buttonod tab
Classo button.

fSear ch

Exi sti

ng

]
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STEP FOUR: Select the desired
class from the list by clicking

anywhere on the line that contain
the course name and information

My Information Provider Information Hello Melissa! Log Out

Manage Courses (7)

ng Class Add New Class

Select a class to manage.

Modify Searchs>>

Course Name

IDW Instructor Development Workshop Open 05-May-2015 06-May-2015 Boise Live
PT Provider Training - Live Open 05-May-2015 05-May-2015 Boise Live
PTC rence Open 04-May-2015 04-May-2015 Boise Live
PTC Provider Training - Webconference Open 02-May-2015 02-May-2015 Boise Live
PTC Provider Training - Webconference Open 01-May-2015 01-May-2015 Boise Live

My Information

Provider Information Hello Melissa! Log Out

Manage Courses

STEP FIVE: Update the details of the course w

Class Information Add/Delete Students Submit/Review CCL -
any necessary infor ma
o o o oo button to addhe changes to the IREC sched
Please note that it may take a few minutes for
structor: Helssaregusen Ghange Instructor changes to appear on the IREC website.
City Cancel Course?
Boise ﬂ O Yes @® Mo O Yes @ No
Start Date End Date Start Time
04-May-2015 B 04-May-2015 = 3:30 pm ©

It remains the responsibilitypf the Provider to ensure that the confidentig

_ _ information is not disseminated or used for purposes other than the cre
- ;:‘&——_. and submission of a course completion list.
i /| |A student 6s c on fshoddneveribadisplayedforoar sigrs

sheet.

]
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Use of License Numbers instead of Social Security Numbeks. st u d
real estate license number is not confidential information. A student wi
already licensed in Idaho must be permitted to use his or her license

number instead of social securitymber. However, prelicense students

- generally will not yet have an Idaho license, and therefore social securi

/ ucations. ] numbers will have to be used for course completion lists. It is understo
Certification | that a course instructor, or other employee or agent of the geoyvmay

policy properly have access to a studer

collection or submission of the required information. However, reasona
measures must be taken to protect the confidentiality of such informatid
Providers may wish to exeeutonfidentiality agreements with their
students

Part 84: Creating a Course Roster Through the Online Servidascreate a course roster, first
log into the Online Services and go to the course you would like to manage. Then follow the
steps depicted below.

My Information Provider Information Hello Melissa! Log Out

Manage Courses (7)

© select Existing Class Add New Class

Class Information Add/Delete Students Submit/Review CCL

Course ID: PTC Course Name: Provider Training - Webconference

Course Type: Provider Trajning Hours: 0 Delivery: Live Class Dates: 01-May-2015 to D1-May-2015

i

PrirfClass Roster

Students in this Class (Cligk on Delete icon to remove student from this class)

Ferguson. Melissa

STEP ONE: Click on the
ARAdd/ Del et e St
the Manage Courses option.

License Status Remove

STEP TWO: Click on
the NAAdd St
option.

Search for a Student to add to the class.

License No. Last Name First Name

STEP THREE: Enter the license
number (integers only) for a

licensed student and click
fiSearcho.

]
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Search for a Student to add to the class.

Student Name: Broker, Interim (Test) Company Name:

License No.: DB1

Cancel Add this Student
STEP FOUR: Once you have —
located the correct student, click ofg=—

AAdd this Stude
My Information Provider Information Hello Melissa! Log Out
Manage Courses (7)

© Select Existing Class Add New Class

Class Information | Add/Delete Students Submit/Review CCL

CourseID: PTC Course Name: Provider Training - Webconference
Course Type: Provider Training Hours: 0 Delivery: Live Class Dates: 01-May-2015 to 01-May-2015

Add Student

Print Class Rostel
Remove

Students in this Class (Click on Delete icon to remove student from this class).

_

STEPFIVE:Cl i ck #APrint
this list as yourign-in sheet.

License Status

The class roster will pop up in a separate window as a PPF
document and you will be able to print the sigrsheet.

Part 85: Adding an Unlicensed Student td&aheduled Prelicense Couiisenlicensed students
may only be added to prelicense coumed Business Conduct and Office Operations (BCOO)

Class Information Add/Delete Students Submit/Review CCL

Course ID: PRO01 Course Name: Sales Prelicense Module 1
Course Type: Prelicense Hours: 45 Delivery: Live Class Dates: 05-May-2015 to 05-May-2015

Add Unlicensed Student
Students in this Class (Click on Delete icon to remove student from this class)

Click on the
Student o butt

Add Student

Remove




Part 8.5: Submitting a CCLTo submit a CCL through the Online Services, you will need to
follow these steps

STEPONE:Log i n to your account. Click niMa
you want to submit a CCL.

NOTE: The course must have been scheduled in advance of the start date, or it will no
on the list and you will not be able sabmit the CCL for it. Providers are required to add
courses to the schedule at least 24 hours prior to the course offering.

STEP TWO: If you have not already done so, add the students to the class. Be sure t(
that you are adding the correct student to the roster. Many licensees have similar na
the license number should be used as a second method of verification. Misttepgestadent
completion is a serious provider issue.

My Information Provider Information Hello Melissa! Log Out

Manage Courses (7)

© Select Existing Class Add New Class

Class Information | Add/Delete Studen< Submit/Review GCL

Course ID: PTC Course Name: Provider TrS

Qg - Webconference
Class Dates: 01-May-2015 to 01-May-2015

Add Student

Print Class Roster

Course Type: Provider Training Hours: 0 Delivigy: L

Students in this Class (Click on Delete icon to remove student from this class)

STEP THREE: Click on
ASubmit/ Revi €

Remove

)

Ferguson, Melissa

]
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My Information Provider Information Helle Melissa! Log Out
Manage Courses (7)

@ Select Existing Class Add New Class

Class Information Add/Delete Students Submit/Review CCL

Course ID: PTC Course Name: Provider Training - Webconference
Course Type: Provider Training Hours: 0 Delivery: Live Class Dates: 01-May-2015 to 01-May-2015

STEP FOUR: Mark if the student passed or Class Status
failed and click fSa o Eor cens¢ cour
there will be an additional incompledgtion
that may be used when a student needs to
complete makaip work. The incomplete optio
should be used sparingly and will require
addi tional document at

Verify the data.

Please verify course completion date and student information. Once submitted,
this record cannot be changed.

STEP FIVE: You will be asked to verify

Show Class

the data you have enterdfieverything
|l ooks good, click

Important to Note: When clicking the submit button, the provider director is certifying 1
the student met the completion requirements for the course and should receive CHE
Providers are expected to have appropriate policies and controls in pace to ensuredhb, a
timeliness, and completeness of the CCLs they submit.

Providers can manually submit a CCL via the C
been missd. Please contact the Commission for instructions on how to do this. This should be
an infrequent occurrence.

Important to Note: Submission of accurate CCLs is one of the 9 mandatory provider du

]
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Part 8.6:Renewing a Provider Certification

Step One:Login with your username and password

Lo

About Online Services * Education Enforcement Licenting Libeary

We|CO me Educ. tion Lookup
The Real Estate Commission is open to the public
Monday-Friday 8 a.m. to 5 p.m. Mountain Time
To keep everyone safe when visiting the office:
R, Quick Links
* Practice social distancing - follow the markings on the floor B Agency Profile
B Fin
Errors and Omissions Insurance: RISC Policy Expires Guid
September 30, 2020 at 11:59 p.m. MT He

Step Two:Answer the question

]
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